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Guidelines For Transferring SAI/BHI Cases Among CC/ECCs/ICMs/MHCCs (CC) 
(CC must use the attached checklist when transferring cases)
The CC emails his/her LCC and the receiving LCC to let them know that the case is going to be transferred and why.  The sending CC enters this information in the SAIClops Service Log.  The CC prints a copy of the Chart Transfer Checklist and begins using it to prepare the chart for transfer.
The sending CC ensures that all of the following documentation is complete and up-to-date before the chart is transferred:  
· The ASI and Assessment Summary are completed in SAIClops

· All ASAM LOCs and the most up-to-date service review is completed with pre-approvals and faxed to the provider(s)
· All Releases of Information are completed and up-to-date

· CWRRFs up-to-date, the last CWRRF indicates that the case is being transferred and indicates name/county of new CC or LCC
· The DYFS RRL and Monthly Updates are accurate and up-to-date, the last update indicates that the case is being transferred and indicated name/county of new ECC/CM or LCC (if known)
· Service Log entries clearly indicate current and anticipated service plan

· The welfare case must be open in the receiving county prior to case transfer and all communications regarding case transfer, including communication with welfare in the new county, are clearly documented in the SAIClops Service Log 
The sending CC gives the client a business card with the contact information of the receiving LCC written on the back of the card OR faxes this information to the treatment provider requesting that it be given to the client.

The sending CC discusses the welfare case status with the current welfare caseworker and with the receiving LCC to ensure that the case transfers without losing eligibility.

The sending CC contacts the treatment provider and informs them a new CC will be assigned in the new county and instructs the provider to make these changes in their client files. The sending CC directs the client and the provider of the need for the client to apply for welfare case transfer (TANF) or to apply to open a new welfare case (GA) in the receiving county, if that has not happened.

The sending CC is responsible for working with the treatment provider and the welfare caseworker in the receiving county and for monitoring welfare/Medicaid eligibility, including informing provider and client of eligibility problems, if any.  The receiving LCC assists the sending CC with ensuring that the receiving welfare county knows that the client is enrolled in the SAI/BHI and needs his/her benefits opened in a timely manner.  
The CC asks the LCC to review the chart electronically prior to the physical hand-off of the chart. The sending LCC will then instruct the receiving LCC to review the electronic client record and will make arrangements for the physical chart to be given to the receiving LCC.  If the chart is not up-to-date and complete, it will not be accepted by the receiving LCC.  The receiving LCC will then give the chart to the newly assigned CC once it is received. 

Cases should be transferred within one week of notifying the LCC of the need to transfer a case.  Charts may be delivered from one LCC to another by Federal Express if necessary.

The receiving LCC will change the status of “Managing CC” in SAIClops to the newly assigned CC’s name once the chart is received.  
The receiving CC will send a CWRRF to welfare informing that the SAI/BHI is now under the CC’s care along with the standard treatment information. 
Clients With Welfare In One County And An Open DYFS Case In A Different County:

When a SAI client has open welfare in one county, but has an open DYFS case in another county where there is a DYFS Linking Initiative (see list of DYFS Linking Initiatve counties below), the CC should transfer the case to the SAI ECC or ICM in the county where the DYFS case is open.  This will allow the ECC or CM in the county where the DYFS case is open to communicate regularly with the DYFS worker, to utilize the SAI Systems Coordinator in the Linking Initiative county, and to present/discuss the client’s case at the DYFS consortium in that county, whenever necessary.

However, if the client has an open DYFS case in a county where there is no DYFS Linking Initiative, the case will remain with the CC in the county where the welfare is open and the client resides. The CC will then follow the steps outlined in the policy for “Managing DFYS Clients In A SAI Caseload.”
The following counties currently have the DYFS Linking Initiative and Consortium process: Atlantic, Camden, Cape May, Cumberland, Gloucester, Essex, Hudson, Mercer, Monmouth, Ocean, Passaic, Salem and Union. 


SAI/BHI OPEN CHART TRANSFER CHECKLIST 

(Checklist must accompany chart upon transfer)

WFNJ #:__________     County Transferred from: ______________   County Transferred to:_______________

Please check each box to ensure the clinical record is complete and ready for transfer:

· The CC emailed his/her LCC and the receiving LCC to inform them that the case is going to be transferred and why 

· The CC entered the above information in the SAIClops Service Log and a printed a copy of the service log is placed in the client file 

· Client is Medicaid eligible and the welfare case is open in the new county and these are documented in the SAIClops Service Log 

· ASI is complete with all required comments

· Assessment summary is completed 

· ASAM LOCs and most up-to-date service review completed with pre-approvals and faxed to provider

· PPL(s) are accurate and up-to-date

· Releases of information are complete and up-to-date 

· CWRRFs up-to-date, last CWRRF indicated that the case is being transferred within the SAI and indicated the new county

· DYFS Monthly Updates are accurate and up-to-date, the last update indicated that the case was transferred within the SAI and indicated the new county

· All communications regarding case transfer, including communication with welfare in the new county, if going out of county, are clearly documented

· Service Log entries are thorough and clearly indicate current and anticipated service plan
Once the welfare case is open in the new county, the receiving LCC will assign/change the Managing CC.

The assigned CC will send an updated CWRRF/DYFS Monthly Update to the new welfare caseworker/DYFS worker

Transferring CC/ECC/CM: ____________________________________________________________

                                                 Signature




Date Transferred

Receiving CC/ECC/CM: _____________________________________________________________
                                                                                  



Signature




Date Received
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